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UNITED  STATES  DEPAIinENT  OF  iiartlCUI.TljFE 
Acriculturil  Marlcctin^^  Administration 
Yfeshiri^ton,  D.  C.  ' 


August  1,  X9h2 
ADMIN  ISTRATOn'S  J.^iORANDljl/f  iiO.  23 

.    .  Policy  and  Procedure  for  Diversion  and  Export  Fro^rsms 

Proposals  for  Diversion  md  Export  Prof^rans 


All  communications,  inquiries.,  suf/;gestio  3,  inform.ation  and  recor jnendations 
received  pertinent  to  the  initiation,  formulation,  or  aiiiencim.ent  of  a  diversion  • 
or  export  program  sha]  1,  he  referred  to  "'"he  appropri^^te  commodity  branch. 

Responsibility  for  Formulation  and  AdmipListra  oion  of  Diversion  .and  Export 
.Pi'ograms 


The  fprmulation  and  administration  of  diversion  ?nd  ex;'-}ort  programs  are  the 
responsibilities  of.  the  various  commcdity  brancnes.    These- i^esponsibilities 
entail  the  preparation  of  a]l  diversion  and  export  dockets,  the  compilation  of 
economic,  data  in  ,iu3tificgtion  of  the  nro.^ram,  limiting  the'  ar.ount  of  a  com- 
modity or  com:noditi5s  on  "'■hich  bene-"it  pa;^nnents  will  be  mads,  establishing  a 
maxim.um  expenditure  for  tne  commodity  or  ^rours  of- comm^odities  ydthin  the 
docket,  fixinc;  the  neriod  of  the  docket,.  maxL^um-  benefit  nar/ments,  grades  and 
specifications,  defining  export  area  or  diversion  uses,  accenting  notification 
or  proof  of  export  or  diversion,  and  making  all  other  necessary  provisions  for 
administering  the  program. 

It  is  the  responsibility  of  the  comm.odity  branch  to  notify  all  of  the  branches 
or  divisions  concerned  of.  any  contemplated  diversion  or  export  program.s,  and 
to  request  the  assistance  of  such  branches  and  divisions  in  the  formulation  of 
the  program.     The  otlier  branches  shall  f'.irnish  any  assistance  or  information 
necessary  to  the  coi:imodity  brandies  iri  tlie  formulation  of  t'lo  prog.ram. 

Preparation  of  Doc^JJients  Required  for  DiA^'-irsion  and  Export  -Prograris 

All  documients  prepared  in  connection  vrit-'i  the  prdgram  shall  carry  the  assigned 
program  n^an-ber  in  the  upocr  right-hand  cernjr  "^f  the  first  pag''^'  of  each  docur:?-nt. 
This  n^umber  i^all  be  assigned  b:/  the  Dockt     Clerk.  ■ 

The  mem.oranda  and  other  docwiients  which  must  be  included  in  the  programi  docket 
by  the  comm.odity  branch  recomm.ending  the  prog  rami  sbirll  be  prepared  in  the 
ftlllo"^^'i.ng  m.anner: 

1.    Memorandum  of  the  Adm.inistrritor  (original  and  ivro  "'.'Vh:te  copies).    This  memiO- 
i'&Qdun    will  be  addressed  to  the  Secretary  from  the  Adoiinistrator ,  and  shall  be 
for  the  signature  of  the  Administrator.     It  is  required  in  connection  v/ith  all 
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dockets  and  shall  include  a  description  of  the  pro^^ram,  a  statement  of  its 
objectives,  economic  data  and  justification  fdr  the  establishmGnt  of  the  pro- 
^r^.    This  memorajn<hLm  shall  he  limited  to  approximately  two  pages,  and  any 
additional  .^onomic  data  which  are  essential  shall  be  contained  in  a  statement 
appended  to  the  memorandum. 

2.    Memorandum  of  the  Secretary  (when  involved;  original,  one  salmon  copy,  and 
four  white  copies).    This  memorandum  shall  be  addressed  to  tlie  Administrator 
for  the  signature  of  the  Secretary,  and  shall  be  prepared  in  those  instances  in 
which  the  Administration  is  authorized  and  directed  to  enter  into  contracts  for 
the  diversion  or  export  of  a  comm.odity  under  specified  conditions.    It  shall  in- 
clude in  clear  and  concise  terms  the  direction  to  the  Administrator  to  enter  into 
diversion  or  export  contracts  and  to  specify  the  conditions  and  circumstances 
under  which  such  action  should  be  taken.    This  memorandum-  shall  also  set  forth 
the  limits  of  the  authority  conveyed.    Provision  shall  be  made  for  the  Solicitor's 
signature  of  approval  on  the  Kemorand'am.  of  the  Secretary.     In  the  event  that  the 
Solicitor  desires  to  comiaent  on  or  disapprove  of  the  docket,  the  Solicitor  will, 
of  course,  prepare  a  separate  memorandum,  to  the  Secretary. 

^*    Ag^Gcment  with  Cooperating  Agency  (when  involved  and  if  agreement  is  to  be 
signed  by  the  Secretary  rather  than  by  an  agent  or  representative  of  the  Secre- 
ta.ry;  three  copies  executed  by  the  coope?"ating  agency  or  concern,  one  s aim, on 
copy,  and  five  white  unexecuted  copies)..     This  document  shall  be  in  the  form,  of 
a  contract  between  t h e~S e c f ilTs. r y  and  "the  cooperating  agency  or  organization, 
covering  the  respective  obligations  of  tiie  parties  in  connection  v/ith  the  progrank 
The  commodity  brcinch '  shall  secure  execution  of  the  £igreement  by  the  cooperating 
agency  or  organization,  in  triplicate,  prior  to  its  inclusion  in  the  docket* 
In  addition  to  the  executed  agreement,  there  should  be  secured  for  inclusion  in 
the  docket  evidence  sufficient  to  establish  the  authority  of  the  individual 
signing  to  execute  the  agreement  on  behalf  of  the  agency  or  organization. 
(Original  and  two  white  copies  of  each  documents) 

h*     Offer  or  Announcem.ent  (when  involved,  and  if  offer  or  announcement  is  to  be 
signed  by  the  Secretary  rather  than  by  an  authorized  agent  or  representative  of 
the  Secretary  or  the  Administrator;  original,  one  salpion  copy  and  five  white 
copies ) .    This  doc~am.ent  shall  be  prepared  f  or  the  signature  of  the  Secretary  and 
shall  be  entitled  either  "Offer  of  the  Secretary"  or  "Announcem.ent  by  the  Secre- 
tary," y^hichever  is  appropriate.     It  shall  be  included  in  the  docket  whenever 
the  Secretary  offers  to  make  certain  specified  pa^nnents,  or  to  pay  at  certain 
rates,  to  any  concern  or  jjadividual  complying  with  the  requiremients  set  forth 
in  th®  offer. 

5.    Designation  of  Secretary's  Agent  (v/nen  involved;  original,  one  salm.on  copy 
and  five  white  copies >    An  adm.ini strati ve  authority  number  (assigned  by  the' 
docket  clurk)  shall  appear  on  the  document,  even  with  the  right-hand  margin, 
one  inch  below"l:he  haading).  ♦    This  document  shall  be  prepared  for  the  signature 
of  the  Secretary,  shall  be  entitled  "Designation  of  Agent  in  connection  with 

the   Program,"  and  shall  bO'  included  in  the  docket  v;henever 

the  program  requires  that  a  num^ber  of  various  actions  be  taken  in  the  name  of 
the  Secretary,     It  shall  d.esignate  the  Administrator  as  agent  of  the  Secretary, 
and  authorize  the  Adm.inistrator  to  designate  one  or  more  individuals  as  agents 
to  perform  the  necessary  actions.    These  agents  shall  be  known  as  Agents  or  . 
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Represontativus  of  the  Secretary.    This  d  icuin.^unt  shall  also  carefully  specify 
and  delimit  the  authority  of  the  Agents  or  Representatives  .)f  the  Secretiiry, 
and  if  such  agents  or  representatives  are  to  exercise  discr-.;tionary  authority, 
it  shall  set  forth  the  standards  or  fomulaa  which  must  be  applied  by  them. 
It  is  desirable  that  alternates  for  these  agents  .;r  representatives  be  named. 

Assembling  Diversion  and  Export  Dockets 


An  original  and  five  folders  (if  a  "Printer's"  folder  is  involved)  shall  be 
prepared  by  the  o.ppropriate  comm-'dity  branch. 

1,    Three  folders  (designated  respectively  "Secretary's  Files",  "Administrator", 
and  "Solicitor")  shall  contaD.n  -ine  copy  of  each  of  the  follov/ing:  (excepti-;ns 
indicated) 

Kemorandun  of  the  Secretary 

Agreement  v^^ith  the  Cooperating  Agency) 

Offer  DT  Announcement  )    v/hen  involved 

Designation  of  the  Secretar:/' s  Agent  ) 

■'    (one  additional  copy  in  "jOdrin:  s-  "  .  • 

trator's"  folder) 
Nem  .randujii  of  the  Administrator  (.lot  Included  in  "Ad-^.inistrator '  s" 
folder) 

(a)  All  originals  shall  be  in  the  "3 :^crctary ' s  F:Qcs" 
folder,  and  the  following  additional  copies  shall 
be  clipped  in  the  back: 

Qioe  v/hite  copy  of  the  rieriDrandui'i  cf  the  Adj-.inistrat  jr 

(narked  "Budget  and  Fijiance") 
One  white  copy  of  the  ricnorandur!i  of  the  Adrdnistrator 

(marked  "to  be  initialed") 
Two  executed  copios  -'^f  the  Agreei'ient  wdth  the  C  ^'"•perating 
Agency. 

The  salmon  copy  ^f  the  following: 

Mem^orand-'aji  of  the  Secretary 
Offer  or  Announco^ent 
Designation  of  Secretciry's  Agent 
Agreement  with  the  Cooperating  Agency 

.    Two  folders  (designo.ted  respectively  "Budg...t  and  Ac c -.minting",  and  "Aud:t") 
?hall  contain  one  copy  of  each  of  the  following- 

Memo.^irandujn  of  the  Secretary 
Agreem.ent  with  Cooperating  Agency) 
Offer  or  Announcemont  )  v.hon  iiiV.ilved 

Designation  or  Secretary's  Agent  ) 

.     If  an  Offer,  /announcement,  or  FomCs)  developed  in  connection  with  the  program 
^s  involved,  one  folder  (designated  "Printer's")  shall  contain  one  white  legible 
!opy  if  each  of  the  following: 
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Of  for  or  Aniionnconont .  •    •  ^ 

Forni(s). 

'  ■  Duplicating  Requisition 

Routing;  and  Clearance  of  Dive^rsion  and  Export  Dockots 

1.  Vlhen  assembled,  all  Diversion  and  Export  docke-ts  shall  be  sent  by' mess engef 
to  the  Docke.t  Clerk,  v/ho  shall  clear  them  through  the  following  offices  in  the^-  ' 
following  order;  ^  ■ 

-  Associate  Adininis trator-  ' 
.    .  Administrator  .  .         . ,.' 

oolicitor 

2,  After  approval  by  the  Office  of  the  Solicitor,   that  office  'vill  append  the 
Secretary's  Finding,  and  send  the  dockets  to  the  Permanent  Records  Unit  of  the 
Administrative  Services  Division,    Vfhen  the  Solicitor  finds  it  necessary  to 
write  an  opinion,  this  will  also  be  included  in  the  docket  and  sent  to  the  Per- 
manent Records  Unit» 

When  the  dockets  are  received  in  the  Permanenc  Records- .tthit,  the  necessary  dis- 
tribution am.ong  the  f ciders  of  the  additional  docttnents  furnished  by  the  Solicitor 
shall  be  made,  and  t?ie  dockets  forwarded  by  mossenj2>..'r  to  the  Secretary's  Files. 
The  Permanent  Records  Unit  shall  irnraediately  notify  the  Marketing  Reports  Divi- 
sion by  "Gelephone  that  the  dockets  have  beon  dispatched  to  the  Secretary's  Files, 

Disposition  of  Diversion  and  Export  Dockets 

1,  The  Secretary's  Files  vill  notify  bhe  Permanent  Records  Unit  as  soon  as 
dockets  have  been  signed  by  the  Secretary,     The  Permanent  Records  Unit  shall  im- 
mediately notify  by  telephone  the  originat:'.hg  branch,  thu  Audit,   Budget  and  AcdTount- 
ing,  and  Marketing  Reports  Divisions,  tlie  Duplicating  Section,  and  Docket  CyR;rk, 

2,  On  receipt  of  the  signed  dockets,  the  Permanent  Records  Unit  will  distribute 
the  folders  to  the  offices  indicated  thereon  and  obtain  the  necessary  photostatic 
copies     of  all  original  documents  signed  by  the  Secretary  for  the  Audit  Division 
and  Budget  and  Accounting  Division,     Phostostatic  copies  of  ori,^;inal  dooioments 
addressed  to  the  Secretary  will  also  be  obtained  by  the  x^ermanent  Records  Unit 
for  "its  files , 

3,  Originals  of  documents  addressed  to  the  Secretary  shall  be  returned  to  the 
^icretary's  Files;  those  signed  by  the  Secretary  shall  be  retained  in  the  Perma- 
nent Records  files,  • 

1+,     If  an  Agreem.ent  with  a  cooperating  agency  or  concern  is  involved,  the  Perma- 
nent Records  Unit  shall  assign  a  contrc-ct  number  from  its  register  to  the  original 
and' cdpies     of  the  Agreement;  shall  send  the  executed  original  to  the  Audit  Divi- 
sion for  transmittal  to  the  General  Aceounting  Office,  and  one  executed  copy  to  t 
the  originating  Branch  for  transmittal  to  the  c  oop  jrtiting  agency  or  concern  in- 
volved; the  remaining  executed  copy  of  the  Agreement  will  bo,  retained  in  the  Per- 
manent Records  files. 


-    K  _ 

J 


Documents  executed  by  Desig£^atej_AgGnts_^£_j^^^^^^  of-  tne  Administrator 

in  Connection  ^vith  Diversion    and  Export  Progr-ums 

li 

%11  documents  signed  by  designated  agents  or  representatives  of  the  Adminis tr^. tor 
which    obligate  the  ^^dmini  strati  on  to  pay  indemnities  uoon  performance  by  another 
party,  whether  these  documents  be  in  the  form  of  agreements',  application  for 
allotments,   or  otherwise,  shall  be  executed  by  such  a^jents  in  quadruplicate. 
The  executed  original  a.nd  one  copy  shall  be  sent  directly  to  the  Audit  Division, 
and  one  copy  to  the  other  party  to  the  contract.     The  remaining  executed  coov 
shall  be  retained  by  the  Agent  or  Representative.     The  Budget  and  Accounting" 
Division  will  receive  from  the  Audit  Division  the  originals  of  such  docu.^-.nts 
before  they  arc  sent  to  the  General  j^ccounting  Cffice^by  the  Audit  Division. 

All  docuinen;:s  signed  by  designated  agents  or  representatives  of  the  Administra- 
tor in  connection  vdth  extension  of  time  for  fulfillment  of  contrsct  provisions, 
filing  of  claims,  etc.,   shall  be  executed  by  such  agent  or  representative  in 
triolicato  with  three  unexecuted  copies,  and  forwarded  to  the' Permanent  llecords 
Unit,     The  Permanent  Records  Unit  shall  send  two  certified  copies  and  one  photo- 
static copy  of  the  original  to  the  Audit  Di-vision,-  an  executed  copy  to  the  appro- 
priate branch  for  transmittal  to  th;.-  other  party  to  the  contract,  and  a  copy  to 
the  Budget  and  Acco'onting  Division/    The  original  and  one  coty  will  ce  retained 
in  Permanent  Ke cords  files » 

Program  Authorizations 

Prior  to  the  initiation  of  any  diversion  or  export  agreement  pursuant  to  an 
approved  diversion  or  export  program,  the  commodity  branch  shall  prepare  an 
authorisation  I'or  the  approval  of  the  Budget  Section  of  the  Budget  and  Accoiinting 
Division  on  the  tasis  of  availability  of  funds.     The  total  amount  of  the  authori- 
sation shall  be  eased  u,;^cn  a  conservative  and  rca-listic  estim.ate  of  the  activity 
kctually  anticipated  under  the  program  s.nd  not  necessarily  upon  the  maximimi  ex- 
penditure a.uthorized  in  the  docket.     This  authorization  shall  be  prepared  in 
original  and  four  copies.     The  Budget  and  Accounting  Division  shall  retain  a 
pppy  pi*  "^Hg  approved  authoriza.tion  and  return  the  original  and  rem.aining  copies 
o  the  Permnent  Records  '-'nit.     The  Permanent  Records  Unit  shall  transmit  a  copy 
o  the  comm.odity  branch  concerned,  a  copy  to  the  Audit  Division,  and  retain  the 
riginal  and  one  copy  for  its  files, 

he  Budget  Section  shall  prepare  an  advice  of  allotment  to  the  commodity  branch 
asod  on  the  amount  shown  in  the  authorization.     The  Budget  and  accounting  Divi- 
ion  shall  render  to  the  com.modity  branches  a  monthly  report  on  diversion  and 
xport    progreims,  showing  obligations  incurred,   outsta.nding  commitments,  and  the 
alanco  of  allotments  ax^ailablc,  in  order  that  funds  will  be  allocated  for  each 
rogro.m  in  acccrdance  with  anticipated  expenditures. 

Reports  to  the  Administrator 

A  weekly  report  to  the  Admxinistrator  shall  be  made  by  the  appropriate  commodity 
branch,  showing  in  tabulated  f onii  the  quantity  of  the  coiTimodity  or  com:modities  en 
which  the  iidrainis tration  has  agreed  to  pay  b-.-nefits  or  inde.inities  for  diversion 
or  export,   the  nam.es  and  locations  of  the  agencies  or  concerns  to  vhich  payments 
"Will  be  made,  the  amount  of  the  indemnity  or  benefit  payment  per  unit  of  the  com- 
modity, and  the    O^Tiulative  total  of  the  quantities  diverted  or  exported  and  pay- 
ments m-ade.     Copies  of  this  report  shall  bo  sent  to  the _Associat9  Administrator 
and  tho  I'larketing  Reports  Division, 
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